Job Description

Georgia Council on Developmental Disabilities
	Job Title: Public Policy Director 
Job Code: 61064 
Last Update: 10/1/2002 
Salary Plan: Statewide Salary Plan (SWD) 
Pay Grade: 017 
	Salary Minimum: $43,063.23/yr 
Market Midpoint: $59,293.27/yr 
Salary Maximum: $75,523.31/yr 


General Summary:

Under broad supervision, coordinates and administers the Georgia Council on Developmental Disabilities' public policy program. Plans and develops public policy. Serves as policy analyst and assists in the development of new initiatives. Reviews pertinent legislative proposals and determines the impact each has on the agency and its programs. Provides information to legislators, constituents, and other stakeholders. Provides assistance to the Executive Director on a variety of special assignments and tasks. May supervise support personnel.
Responsibility Number 1

Coordinates and oversees the research and policy analysis processes of the Council. 

Performance Standards:

1. Initiates research projects based on the Council's established programmatic and legislative priorities. Works with Council members, staff, advocates, and others to identify topics that may warrant research and analysis, providing needed assistance such as data collection and analysis, report composition and/or making presentations.

2. Demonstrates understanding and formulates methodology to review or analyze information using a variety of data collection methods and analytical tools using both quantitative and qualitative data.
3. Develops, compiles and analyzes surveys, focus group data, and other data to formulate policy and programmatic recommendations for Council members, staff, advocates, and others.
4. Develops research findings and recommendations for policy and programmatic activity. Prepares position papers, issues papers and other kinds of reports for review by Council members, staff, advocates, legislators and others.
5. Schedules and conducts meetings to present, explain and discuss the Council's programmatic and policy recommendations with individuals and groups who have varying degrees of familiarity with its contents.
6. Advises the Executive Director and Council on progress, problems, solutions, and desirable changes in relation to research and analysis.

Responsibility Number 2 

Coordinates and administers the Council's public policy program. 
Performance Standards:
1 Coordinates efforts to recommend an annual legislative agenda founded in programmatic knowledge of shared goals and objectives with stakeholders. This includes facilitating a process for community input into developing a ¿disability agenda¿ and a tiered process to determine its legislative agenda.
2 Develops a process to identify issues early and preparation of materials for discussion and adoption of public policy statements.
3 Tracks changes in legislation, or reviews newly enacted legislation and analyzes how these changes may impact agency, people with disabilities and their families. Will work with the Public Relations Director to improve disseminating legislative information to stakeholders using Capitol Impact.
4 Makes recommendations for new policy to appropriate individuals and or groups.
5 Conceptualizes and prepares issue papers and other informational sources to provide background facts on proposed legislation to targeted audience.
6 Collaborates effectively with appropriate partners in identifying pertinent public policy components to Council sponsored initiatives.
7 Coordinates families' and advocates' presence and presentations at the Capital in response to budgetary or legislative issues.

Responsibility Number 3

Serves as primary liaison to state and federal representatives. 
Performance Standards:

1. Serves as representative of agency to Georgia legislature, Congressional Delegation, state and federal agencies, and national and regional associations.
2. Responds to stakeholder requests/inquiries regarding constituents or providers in a timely manner.
3. Responds to Congressional members requests/inquiries regarding constituents or providers in a timely manner.
4. Addresses issues, communicates concerns to agency management, seeks resolution.
5. Coordinates with members of the Georgia General Assembly and state agency officials on agency issues that may impact services.
6. Serves as representative of agency to National Association of Councils on Developmental Disabilities Public Policy Team.
7. Maintains a thorough knowledge of federal legislation that impacts people with developmental disabilities and the Council.


Responsibility Number 4
Reviews/develops pertinent legislative proposals and determines impact on the agency. 
Performance Standards:

1. Manages process of monitoring legislation proposed during the legislative session. Ensures review of all relevant legislation by appropriate individual(s).
2. Tracks legislation and analyzes progress. Notifies appropriate division personnel promptly when appropriate.
3. Tracks legislative hearings, rules changes, meetings, and other events.

4. Facilitates flow of information among staff and others, attending meetings and preparing briefings as appropriate.

5. Tracks legislation at the federal level.

Responsibility Number 5
Participates on workgroups that address financial, programmatic and operational issues and/or broad, policy decisions with statewide impact.  These may include projects of a limited scope, comprehensive efforts with specific deadlines, or ongoing groups efforts.

Performance Standards

1. Participates in meetings with federal and state agencies, identify issues and informs the Executive Director in a timely manner of substantial issues.
2. Participates at public hearings and meetings to make presentations and answer questions. Informs Executive Director of issues and accomplishments.
3. Develops and cultivates effective working relationships with a variety of contacts to facilitate accomplishing goals and objectives.
4. Ensure that inquiries, requests for assistance, and complaints are responded to promptly and appropriately
5. Chairs or serves on committees or task forces, completing assigned tasks in a timely manner
6. Effectively represents Council at meetings, conferences, hearings, etc
7. Speaks to internal and external organizations on behalf of the Executive Director or other agency officials to disseminate information and/or promote good public relations
Job Qualifications

Minimum Qualifications:
Completion of an undergraduate major in business or public administration, management, political science, or a field closely related to the area of assignment at a four year college or university and five years of experience in the analysis of a public policy development of public policies impacting people with developmental disabilities, program administration, and/or advocacy. Strong working knowledge of concepts related to research and policy analysis and how to conduct analysis of policy and programmatic alternatives. Strong written and oral communication skills with the ability to understand and communicate effectively with people who have developmental disabilities, their families, professionals, policy makers, and support/advocacy groups 

Preferred Qualifications:
Completion of a doctorate or master's degree in public administration and previous work experience with policy makers and/or advocacy organizations. Significant experience and knowledge of programs, available services, laws, regulations and issues related to people with developmental disabilities. Working knowledge of budget and legislative processes in Georgia and federal government.  Expertise in the system of supports and services under the Medicaid waivers, Medicaid state plan, and state funded services, and familiarity with national trends and practices in Medicaid Managed Care.  Working knowledge of federal laws related to or supporting people with disabilities;  IDEA, NCLB, The Rehab Act, The ADA and the ACA.  Experience in convening task forces, coalitions and workgroups, and communicating with a varied array of stakeholders on the products and results of those efforts.  


